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Your Average Keyboarder’s Work-Out Book 


CON UNS 


ORTING STARTED 


6 es 
TPs & TRICKS 


col0DO 


To start a new line, 
press the Enter key. 
Use your right hand 
little finger, but 
don't look! 


LEFT-HAND WORDS (no C or R) 


fast 
a few fast geese 


a bat sees best at sea 


GRINS SVARUED T 


TPs & TRICKS 


col0DO 


Hit the Space Bar between 
words and after a comma. 
Use either thumb, 

but not both! 


RIGHT-HAND WORDS (no Y or P) 


milk 
no moo, no milk. 


look, no junk. 


GETING SUARUED 2 


, %O8 888 8 
qiPs & TRICKS 


Remember... 
Always use the same 
thumb for the Space Bar 
(not your fingers!) 


WORDS FOR BOTH HANDS (no C, R, ¥ or P) 


he likes snakes, we like dogs. 
just next to him was a blue van. 


we should all go to the zoo 
and feed the animals. 


the king and queen went sailing, 
and we went with them. 


ORING SUARUED 3 


TPs & TRICKS 
cOO0DO 


Be very careful to use 
the correct fingers, 

especially when typing the 

C, R, Yand P 


ALL THE LETTERS OF THE ALPHABET 


it was very big, 

and it looked a bit crazy, 

so we quickly fed it, 

then jumped back into our taxi. 


the giraffes grazed quietly, but 
the kangaroos jumped up and down, 
and the tigers became very excited. 


GRING SUARUED Ay 


TIPS & TRICKS 
cOo0DO 


Remember... 
Type the R with the Index finger. 
Type the C with the Middle finger. 


LEFT-HAND WORDS (with the C and R) 


crab 
cats eat crabs 


crabs taste great 


GENS SUARIED B 


‘66 © UU ee see td 
TPs & TRICKS 


Remember... 
Reach up to the left 
when typing top-row keys, 
especially for the Y! 


RIGHT-HAND WORDS (with the Y and P) 


puppy 
jump, puppy, 


jump up on my pony. 


@GTUNG SUARUED 6 


CHECKOUT 


TPs & TRICKS 


In each section, start with 
the first line of words, then the 
next. Afterwards, try typing the 
Paragraph a few times. 


PRACTICE W and E 


wet few weave sweet stew 
were grew crew fewer reward 


what weird whales. 
ten were green, 
a few were red. 


PRACTICE I and O 
oil lion join kilo loin 
oily onion hippo pill poll 


noisy tigers look like lions, 
tigers like boiling onions. 
lions like cooler food. 


CHEGKATOUI 7] 


Peeve be viiua 


qlPs & TRICKS 


Practice the same word a 
few times, but make sure you've 
got it right. Don't repeat the same 
mistake over & over! 


PRACTICE V and B 


vat bet vase base save 
cave verb brave beaver verbal 


five brown bears 
saved by 
a very brave boy. 


PRACTICE N and M 


him moon mink no monk 
my hymn mop pin 


jam on my hands 
is more fun than 
ham on a bun. 


CHEGK@ITOUI 8 


qPs & TRICKS 


Type the R with 
the Index finger not the Middle 
finger! Also, type the Y and U 
with the same finger and 
remember, the Y is a long way 
from the Home Keys! 


PRACTICE R and T 


rat star raft rate stare 
trace cart great crate react 


there were three tired rats. 
the first two tripped, 
the third tried trotting. 


PRACTICE Y and U 
you my hum yummy 
puny jumpy puppy lumpy 


your funny buddy 
is sure in a hurry 
to buy that rusty buoy. 


CHEGHANTEOUIT 9 
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TPs & TRICKS 


If you continue to have 
difficulty with the letters, 
just practice the shortest words 
again, several times each. 


PRACTICE E and R 


red were ear are read 
care race craze react freeze 


their eyes were red, 
their ears were green. 
they were really scary. 


PRACTICE U and I 


him hum oil hull ink 

union pupil lupin pumpkin 
five hiccupping pigs 

and nine squinting squids 
quickly finished the fruit. 


Ghcx lr Our 0) 


TPs & TRICKS 


Remember... 
1 space after a comma, 
2 spaces after a period 


PRACTICE X and C 


face fax cat tax ace 
exact extract excess exceed 


we fixed a box for the chicks, 
but the fox chose to chew the box. 
now the fox has the chicks in a fix. 


PRACTICE “comma” and “period” 


no, no, no. no moo, no milk. 

my, oh, my. no oil, ink only. 

do, re, mi, fa, sol, la, ti, do, 

do. re. mi. fa. sol. la. ti. do. 
do, re. mi, fa. sol, la. ti, do. 


GHEGK@NTROUI VW 


LAR LADERE RELEASE A OEY AY hE 


tps & TRICKS 


Remember... 
The idea is to type the correct 
letter with the correct finger! 


PRACTICE S and D 


sad seed beds dates saved 
cards darts scared trades stared 


as the ducks stood and stared, 
the dogs sniffed the dish 
and tasted some of the seed. 


PRACTICE K and L 


hulk milk link look kilo 
milky yolk plink plonk 


it was black and prickly, 
but it blinked and talked 
when we tickled it. 


CHEGH@NTEOUI 12 


SSHSSS. HFS. SSS Sd. OS 
qlPs & TRICKS 


Remember... 
Type the C with the Middle 
finger, not the Index finger! 


PRACTICE A and S 


sad was sat sea save 
Star cast cars rats races 


washing the cats 
was not as easy as 
washing the cars. 


PRACTICE C and V 


cat vet cave cab vest 
carve crave vacate excavate 


| cats crave chips and gravy, 
| crabs go crazy over clover. 
cats have nine lives, crabs have five. 


| CHEGHANTOUI Js 
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SPEEDING UP 


eevee er. SES SISSSSHGGITTI IAAL 


TPs & TRICKS 


Remember... 
Type all top-row 

letters before coming back 
to the Home Keys. 


TOP ROW LETTERS (mainly left hand) 


| are dare we were few grew 
| art part tree trek water later 
| prefer tower write there where 


we were with the writers 
where the green trees grew. 
there were three of them. 


we wrote them a letter, 
they sent us two turtles 
with little brown flippers. 
we put them in water. 


SPEEDING UP Tr 


POSASISSSSSSSSSHHE. Bec cic 
IPs & TRICKS 


Practice each word 
a few times, picking up 
speed each time. But make 
sure you're using the 
correct fingers! 


TOP ROW LETTERS (mainly right hand) 


oil lion join hop pool hippo 
yum yuck joy joyous you your 
nation point would serious juicy 


you could buy a purple poppy 
by joining the proper group, 
or you could go flying on your own. 


| if you buried this piece of rope, 
| our puppy would dig it up 

and pull it over to you. 

your puppy could do it too. 


SPEEDING UP 15 


SSSSMISTSTCSGELIG ESSE ERLE GEES 
| TPs & TRICKS 
SR,O O (e) O 


Remember... 
Type all top-row letters 
before coming back 
to the Home Keys. 


TOP ROW LETTERS (both hands) 


three quiet men 
and ten noisy lions 
went out rowing together. 


| two of your wheels need oiling, 
they sound like a little mouse. 
you could try using butter. 


you offered me three cherries 


for my pumpkin pie. 
you were joking, of course. 


SpzzDING UP yo 


PSSHSISSSSSSSSESHESSESESEGETE 2 Ge 
| TPs & TRICKS 


Here are some letter 
groups that you'll be 
using a lot. Speed up as you 
repeat words and 
sentences. 


EASY COMBINATIONS (mainly left hand) 


ear rest eat water fast case seated 
dear near test nest cart chart after later 
| tasted wanted site bite either rather when where 


when we first started, we sat over there, 
but when we sat nearer, things were far clearer. 


| now we realize, after three years of testing, 
that, by far, the best seats are right here. 


SpEZDING UP Te, 


Poke ee eee eee eee ae wir SHE 6 as Ha be 
TPs & TRICKS 


The more you type these 
letter groups the easier you'll 
find them. Remember to make 
your fingers move faster as 
you repeat them. 


EASY COMBINATIONS (mainly right hand) 


milk yolk junk link jump limp only hilly 
like hike hope rope should could knife know 
old cold light might ought thought serious delicious 


you will not like it, it could be serious, 
but we thought you ought to know. 


we sold your old bike, with the light on the right, 
as well as your kite, with the oil on its foil, 
and hope you will accept our apology. 


SPEADING UP 18 


vee eecr rs Bi SHHRPIESTEIIS 
TPs & TRICKS 


Typing the same letter 
twice is easy. Try not to type’ 
the second letter faster than 
your usual speed. 


DOUBLE LETTERS (mainly left hand) 


the best offer 

for the biggest otter 

came from the cheeky parrot 
sitting on a chest near the barrel. 


DOUBLE LETTERS (mainly right hand) 


the jelly rolled off the spoon, 
bouncing around like a funny ball, 
finally stopping on my foot. 


SPEEDING UP ya 


icici gd lita ess ma 


TPs & TRICKS 


Try going from 
the top row to the bottom 
row (or the bottom to the 
top) without stopping at the 
Home Keys in between. 


“JUMPING” HOME KEYS (left hand) 


gave ever vest face brace 
secret crab craze gaze zebra 
bread bed bee axe act exact 


dive love level price neck 

direct duct cute cry crane 

mercy tube pebble barber fabric 
breezy zero size flex exit fixed 


SPEEDING UP 20 


[SSOSSSSHD. SHFHSHS Boi doves, 
TPs & TRICKS 


Once you 
can ‘jump’ over the 

Home Keys, try typing the 
words again, but a bit faster 
leach time, always making sure 
you use the correct fingers. 


“JUMPING” HOME KEYS (right hand) 


ink pin honk mop milk 
hum my pony lion join 
noon moon jump lump mini 


must drum under fun mole dome 
many funny diner fine room month 
jingle singing going doing joining 
point mint nation motion fashion 


SPEEDING UP a\ 


NSSSMMES ASSAF HHSHSSHHSHR cas 


a : TIPs & TRICKS 


Remember... 
Use the little finger on 
your other hand 
for the Shift Key! 


Anthony Boselli gave a party. 


Carmen and Dave showed up first. 
| Everyone met at the Fair. 


Garry came on his Harley. 


GAPS 22 


NSSSSIFIFSFHHSFHHVGIITS, egies 
a : TPs & TRICKS 


Most people make 
move mistakes when they 
start using the Shift Key. 
It soon gets easier! 


I like ice cream in January. 


Karen Lo says it costs too much. 
Maybe Nikki can lend me some money. 


Or we could all go and see Peter Pan. 


GAPS ag 


SSSVASSSAVSSVESSES 2D DB : ee 


TPs & TRICKS 


Don't worry, 


it takes everyone 
longer to type a capital letter! 


Quick, call Ruth. 


Sam will be coming from Toronto. 
Una is bringing Vijay. 
We have told Xanny. 


You can all meet us at the Zoo. 


GAPS as 


yaaa! 


re 


B2 
B3 


SSISSIIFFTIGGIIIAS: 


qlPs & TRICKS 


When checking your 


5 keystrokes. 


We went to the store. 
The things were alive. 
Some were very small. 


All the flowers were red and white. 
There were fifty figs in the basket. 


You should have been there with me. 


PUN? Waals 


typing speed, a “word” is really 


25 


NNAMAAASAANALAL ALANS ae a. 


Try going faster — 
it loosens up the fingers! 
Don't worry about a 
few mistakes. 


ci Get the games out, 4 
the guys are coming over. 9 

c2_ We can have a race 4) 

| to see which one goes faster. 10 | 
| 3 Funny things, with floppy wings, 7 
were flying all around us. 12 


| TPN? tga 2G 


MANANAAAANSASASS. SS. cee ae 
qIPs & TRICKS 
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If you keep a steady pace 
you'll be faster 
and more accurate. 


D 


You can have some of my fries 6 
if | can have all your ice cream. 13 


oz We have robots to clean our rooms for uss 
and you should have one too. 14 


v3 With red teeth, yellow beards and great 8 
green ears, they looked a little odd. 16 


PU? GE ay 


NSSSASASHASHHSHFSHS HSS Fo 


El 


E2 


To go faster, 


A moose on the loose in the house 
we could handle, 
but a skunk would be no fun at all. 


We chased it, we trapped it, 
but we were too scared to catch it, 
so we decided to let it go. 


TPL TINE) 


TPs & TRICKS 
O 


just try to keep doing 
everything a bit faster! 


£219) 


AAAN 


Fl 


F2 


ANMAAAAAAALALS BO. .. padi 
Tips & TRICKS 


Typing can be tiring! 
Remember to take breaks. 


Those four are really good skiers, 

but the rest of us are just here for the 
fun of it. We spend most of our time 
out of control, tripping over each other. 


In the summer, we all go fishing 
together. The biggest fish we ever 
hooked was so strong that it pulled 

us out to sea and we were forced to cut 
the line. 


PMAPOWY? wands a9 


Remember... 
With longer passages, type 
a bit slower and try to keep 
going at a steady speed the 
whole time. 


ci First they made silly faces. 6 

Then they made funny noises. 12 

Then they started jumping up 18 

and down, waving their arms 24 

and throwing peanuts in the air. 30 

And the animals thought to themselves 38 

| that human beings really are very 45 
| strange creatures. 48 


| TP? Toe 30 


VESSSSSSEEEESESESEREEEE RES! 
Tips & TRICKS 


Don't worry if your speed 
goes down. This happens when! 
you type for too long without 
taking a break. 


a2 We had a great time at the beach 
last week. During the day, the waves 
were big enough for surfing and, 
when it rained, we fished off the pier. 
At night, we walked on the sand with 
our flashlights and tried to catch 
fiddler crabs. You should come with us 
next time. 


| TPO? oe gi 


NAARAANAARUUN ASAE COREE ee 


